@ Ministers’ Records 


Personal and Political 
Records 


Every federal election triggers a flurry 
of activity in the National Archives 
when a special effort is made to obtain 
the personal or political papers of min- 
isters. 


Three former ministers chose not to run 
again in last November's federal elec- 
tion and six were defeated. Of these 
nine, six have already deposited some 
or all of their personal or political 
records with the National Archives. The 
records will be held in safekeeping until 
their owners decide whether to donate 
them or to take them elsewhere. 
Naturally, it is Archives policy to seek 
these records of all ministers, in order 
to complement the story told by the 
various types of official records that are 
held in the National Archives. 


In addition, six returning ministers have 
sent over records they accumulated 
while serving in the previous govern- 
ment. Periodic deposit or donation of 
records permits ministers to carry on 
their current duties in a less encum- 
bered fashion, without danger of losing 
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information they may need for future 
policy or program decisions. 


Institutional Records 


During these transition periods, the in- 
Sstitutional records in a minister's office 
also require careful attention. Ministers 
usually retain copies of exchanges with 
their deputy ministers and heads of 
agencies. These copies — of the 
institution’s proposed responses to 
correspondence, of policy and 
program documents generated by the 
institution, etc. — become a coherent 
set that helps ministers and their staffs 
make decisions and provide guidance 
to their institutions. 


Later, archivists value 
these documents 
because such sets of 
institutional records help 
to show the part that 
ministers played in 
relation to all the activities 
of their institutions. 
Future researchers — 
including former ministers 
— will examine these 
collections avidly. 


For this reason, Treasury Board policy 
has stipulated since 1983 that these 
records, which are under institutional 
control, should not be dispersed in the 
institution's holdings at any time. 
Rather, they are to be transferred as a 
set to the National Archives under a 
separate schedule. 


The Government Records Branch is 
developing guidelines to make this 
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transfer as simple as possible. Further, 
we will assist any department that re- 
quests help in writing procedures to im- 
plement these transfers. 


Office Organization 


Every minister's office handles unique 
records, but a recent telephone survey 
of 21 departments revealed similarities 
in how they perform this task. 


In most cases a Separate records office 
handles some or all of the records 
found in the office of a cabinet minister. 
It usually keeps an extensive set of 
copies of institutional records, along 
with personal or political papers if these 
are not held in the minister's House of 
Commons office. 


A typical records management opera- 
tion for a minister's office includes a 
supervisor, records classifiers and 
records support clerks. They are 
departmental staff and could number 
from three in a small office to more than 
12 in alarger office. They usually report 
to an administrative officer in the 
minister's office but in some cases they 
report to the records manager of the in- 
Stitution. 


The majority of offices use some form 
of subject file classification system, 
and an automated system for the 
recording and retrieval of correspon- 
dence. 


Video Information 


A Matter of Record is a 10-minute 
videotape about the records found in 
ministers’ offices. Produced by the 
Government Records Branch, the 
primary purpose of the video is to bring 
the new category of “ministerial 
records” (defined by the National Ar- 
chives of Canada Act, 1987) to the 
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attention of ministers, their own staff 
and senior departmental officials. It 
outlines the four categories of records 
that the minister's office must keep dis- 
tinct — institutional, ministerial, per- 
sonal or political records, and Cabinet 
papers. The disposal methods and 
conditions are also reviewed. Archival 
photographs and film footage used in 
the video testify to the nation’s keen in- 
terest in the personal and political 
records of ministers. 


A Matter of Recordis now available for 
viewing on the House of Commons 
OASIS network. A minister's office can 
call and request to have OASIS play 
the video on their television monitor. 
The video is also used as part of a one- 
day course, "Records in a Minister's 
Office," that began in April. The course 
explains, in greater detail than the 
video, the various types of records and 
their handling requirements, and offers 
added practice sessions for 
departmental and minister’s staff who 
process these records. ig 


m@ CEIC Launches 
Bulletin 


Vision, the Canada Employment and 
Immigration Commission’s (CEIC’s) 
“official bulletin for Recorded Informa- 
tion Management," is a semi-annual 
publication first issued in the fall of 
1988. The bulletin is written for the 


CEIC’s recorded information manage- 
ment staff across Canada. It contains 
brief articles about programs and 
policies, regional events and courses 
as well as photographs and news of the 
people who do the work. 


This is an excellent way to raise the 
profile of recorded information ser- 
vices, and it helps to circulate head- 
quarters information and regional in- 
novations in a vast and dispersed in- 
stitution. With the help of internal desk- 
top publishing services, costs are low 
and benefits high in terms of team- 
building and esprit de corps. Con- 
gratulations! Bl 


@ Guidelines on 
Computer-Assisted 
Records 
Management 


Tire Government Records Branch is 
pleased to announce that the long- 
awaited Guidelines on Computer-As- 
sisted Records Management is now 
available. 


We prepared this handbook with 
records management specialists and 
EDP specialists in mind. While both 
groups are vital to the investigation and 
development of a computer-assisted 
records management system, they fre- 
quently are not familiar with each 
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other's area of expertise. This problem 
is aggravated because, although both 
fields use a similar vocabulary, they 
usually define the shared words dif- 
ferently. The guidelines should help 
close the gap between these two 
groups of professionals. 


The handbook will assist records 
management specialists as they 
develop appropriate functional require- 
ments and systems specifications for 
the full or partial computerized support 
of their records management 
programs. And, for those unfamiliar 
with data processing, it briefly explains 
some of the salient features of a com- 
puterized records management en- 
vironment. 


EDP systems analysts will find the 
manual helpful because it explains 
records management activities in con- 
siderable detail. With this knowledge, 
they will be able to develop systems 
that meet the functional requirements 
identified by records management per- 
sonnel. 


By now, all federal records managers 
and managers of EDP operations 
should have received a complimentary 
copy of this book. More copies are 
available in Canada through 
authorized bookstore agents and other 
bookstores or by mail from the Depart- 
ment of Supply and Services for $13.25 
plus $1.90 for handling. The catalogue 
number is SA82-4/1-1988. g 
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